OPERATIONAL SERVICES DIVISION

Organization Administrator: Maintain Document Library

This Job Aid shows how to:
+ Create and Maintain a Document Library in COMMBUYS

Of Special Note:

The Document Library, which in COMMBUYS is referred to as the Attachment Repository, is used to create a library of
frequently used documents or standard department forms. These forms will reside in a central repository available to all
department users. You will be able to organize a folder structure to support the library and devise a naming convention
and description for the documents which will aid in retrieval. Buyers will be able to search, download and attach these
documents to bids, requisitions or contracts (Master Blanket Purchase Orders). Documents and forms can also be
designated to auto-attach based on the transaction type and designate which auto-attached forms are required (bid,
requisition, purchase order). There is no document editing within COMMBUYS therefore the use of auto-attach should be
reserved for all files/document that do not require the end user to update for each purchase or bid.

Screenshot Directions

entering the URL www.commbuys.com into

C@MMBUYS  *==

RFERALIPNAL SERNEES RINISION Login using your Login ID and password.

COPMBUYS is the only official procurement record system for the Commonwealth of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement information posted here in order to promote transparency, increase
competition, and achieve best value for Massachusetts taxpayers.

COPMMBUYS INFORMATION:
For more information on COMMBUY'S please visit the COMMBUYS support pages.
Training and Registration for Purchasers

Training and Registration for Sellers
Job Aids for Purchasers
Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBU Y S@state ma.us or ring us during normal business hours (8AM — 5PM Monday —
Friday} at 1-888-627-8283 or 617-720-3187

— Register
Register here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to registering.
— Complete Registration
Complete registration here to begin using COMMBUY'S.
endors, please read this disclaimer prior to completing registration

e Open Bids

Browrse open bid opportunities.
— Active Contracts

Browse active Contracts/Blankets.
-— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

e Registered Vendor Search
Search for registered vendors.

Login 1D:

Fassword:

Forgot your password?
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Screenshot Directions

uration  Maintenance Tables

| Wiaintain Agency

=== | GrganizationsiDepartments/Locations
This section is used to administer agency
organization, department and location informatizn

Confiqure Approval Settings
This section s used 1o configure system settngs for =
‘approval path maintenance -

Waintain Agency Approval Paths
This section is used to administer agency approval paths

Waintain Agency Users
‘This section is usad to maintain agency users

=] Maintain Assignment of Commodity-EPPs fo
—— | Purchasers

This section s used o adminissr the assciaton of
purchasers wilh commadiy cads

Maintain Document Attachment Repository
This section i used to maintain fles in the document
attachment repository
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2. This is the Organization Administrator
home page which is the Control Center for all
actions related to organization configuration
and maintenance.

The home page opens on the Department/
Approval/Users tab. This page is the main
menu and the starting point for most
Organization Administrator actions.

To create folders or add documents, click the
Maintain Document Attachment Repository
icon.

COMMBUYS will open the Maintain
Document Attachment Repository view for the
User’s Current Organization.

Maintain Attachment Repository

Repository Location:  DataMigration ~

3 2100 Add File | Create Folder
(empty)

3. From this page, you have the option to
create folders and add documents.

The Repository Location dropdown menu
gives two options:

Non Searchable: option to select for adding
forms to your library.

Repository: option to view all documents in
the library and any documents previously
attached in a CB transaction.

We will keep NonSearchable as the default
and begin creating our document library.

Click on the Create Folder link.

Attachment Repository - Create Folder

Location 2100
Folder Name * Bid Attachments!

{ soe I Cancel |

4. After clicking the Create Folder link, enter
a name for the folder. Folders will help you
organize your library.

Naming conventions are strongly encouraged.
Consistent naming conventions will make it
easier for your department users to search for
and locate documents.

Once a Folder is created, it cannot be
removed.

Once complete, click Save.
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Screenshot

Maintain Attachment Repository

Repository Location:  DataMigration ~

“32100 Add File | Create Faolder
C] Bid Attachmentg ~dd File

reate Folder

Directions

5. Now that a folder is created, documents
(files) can now be added. Documents can
consist of standard documents such as terms
and conditions, supplier diversity, or standard
forms.

When adding a document, a name and
description will be entered.

Once a document is uploaded, it cannot be
edited within the Library or Repository. An
uploaded document cannot be replaced or
overwritten. This makes the description and
naming all the more critical. Not only do you
want to ensure your users are able to facilitate
an accurate search for the document, but you
want to make sure users will always select the
most up to date document.

Click on the Add File link next to the folder
you want to add a file to.

Loeater: 200uBis amcaness

[ 80 Surchane Qe
Steatach 1 mes ot S wmach 0 e documinl St aach 1 e documt

Rocures L 11 mssuies L1 nscutes

6. The Add File page displays. Items marked
with an asterisk (*) are required fields.

Here you can browse your computers folders
for any documents/files you want to add.

We will first find the file we watch to attach by
clicking on the Browse button.

e Ranger, Renee (050)
M Desktop. ystem Folder
& Downlosds.
£ Recent Places Q Network
System Folder
4 Uibradies COMA SSLVPN
¥ Documents '" ot
o) Music AN 138K
) Pictures el d
H videos S 1
1% Computer Shorteut
&, Local Disk (C) 95

S SHARED files (\\ms¢

E ®)
S 0sd-SHARED (\\msc r_ ARkt e
etad f e

Grainaer Project k. mutiorn

o etwork

File name:

7. The Browse button opens the Upload File
window on your computer.

Select the file you want to add to the folder by
clicking on it to highlight it and then click the
Open button.
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Screenshot Directions

8. If needed, rename the file, and then add a
description that will make it easier for users to
search for this particular file and it is
suggested to put some type of version or date
to ensure users are using the most up to date
document/file.

This file will now be in your Document Library
and can be used by any user and searched
for.

Attachment Rules: These allow us to set up
documents to auto-attach to a bid, requisition
or purchase order.

You can also choose to have the document
Required.
e Arequired document cannot be
deleted from a transaction.
_ ° A non-required document may be set
up to auto-attach, but it may be
deleted from the COMMBUYS

l:z":nmmz—m transaction.
No edits can be made to the files/documents

within COMMBUYS, therefore we recommend
that any file you wish to auto-attach should
not require any updates or edits.

e In order to make edits to the file, it
would need to be downloaded from
COMMBUYS, updated, and then
uploaded.

Note: By uploaded files/documents to your
Organizations library, users will be able to

search for those documents and download
them for editing to use when purchasing or
procuring.

Let’s auto attach the Terms & Conditions
document to Bids.

Click Save & Exit.
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Screenshot Directions

Maintain Attachment Repository

Repostory Location: Dataigration

Create Folder
(). commonwesith Terms snd Conditions 3/3/2015.doc Terms and Condiions /315

9. Our document now displays in the folder.
Repeat as necessary.

From looking at the document(s) in the
Document Library (Attachment Repository),
you cannot tell if rules have been set up. You
have to click on the blue link to open up the
file and check for attachment rules. From
there you could add or remove attachment
rules if necessary.

Click on the blue file link to open up the file.

[Repository File: Commonwealth Terms and Conditions 3/312015.doc

LT R LB e L meaursa

L eeecoaeweew

10. Once in the file, we can add additional
attachment rules or remove previously set
rules.

It is here that we could also download the file
and modify it if necessary and then attach
new version with a new This would be

accomplished by clicking on the = icon.
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